DEPARTMENT OF GENERAL SERVICES

Hall of Records Commission
Records Management Division

7275 WATERLOO RD. » P. 0. Box 275
JESSUP, MD 20794 - 0275

PROPOSAL AND CERTIFICATE OF RECORDS DESTRUCTION

DCHQ )
District Court of Maryland. . Office of Finance 5 May 2011

COURT COUNTY DATE

Description of Records

Volume
Include Title and/or Form Number

Method of
(Cublc Feet) Destruction
(Recycle, shred,
landfill, etc.)

FISCAL RECORDS

& o Quarterly Cashier Reports

Miscellaneous: Bank Books, Statements and July 1, 2003 - |- , SHEED
Deposit Recelpts, Reports pertaining to Budgets ' 30 June 2008
and Worksheets, Cancelled Checks, Check

Copies and Stubs, Receipt and Disbursement
Journals, Daily and Monthly Time Sheets, Delivery
Order and Receipt, Expense Accounts, Forms and
Statements (Local, State and Federal), Gas
withdrawal Tickets and Mileage Reports, Paid
Bills and Invoices, Periodic Financial Reports to
Local and State agencies, Receipt Copies and
Stubs, Reconciliation and Trial Balance Sheets,
Requisitions and Purchase Orders, Withholdinla

Tax. Retain for three (3) years and
until all audit requirements have
been met, then destroy.

BA,% 2011 _‘ WMM M~ f
Dale State Archivist (/

nature of Court Official
.10/83 DGS-55Q-9

Instructions for Preparation and Submission on Reverse Side




5M69-2173

certikbicate
DEPARTMENT OF GENERAL SERVICES 2 ot 6
Hall of Records Commission
Records Mansgement Division
7275 WATERLOO RD. s P. 0. Box 275
JESSUP, MD 20794 - 0275
PROPOSAL AND CERTlFLCATEMCORDS DESTRUCTION
DCHQ
District Court of Maryland Office of Finance 5 May 2011
COURT COUNTY DATE
\\_T____ S
. Deacription of Records Authorization Inclusive Volume Date of Mathod of
g Include Title and/or Form Number Datas of Records (Cublc Feet) Destruction Destruction
Retention Kem Destroyed (Recycle, shred,
Sched. No. No landill, olc.)

FISCAL RECORDS )

C., Invoice Copies

Miscellaneous: Bank Books, Statements and 2219 SECV “July 1, 2005 - : 21/

. ’ . =)A=t Y 4
Deposit Recelpts, Reports pertaining to Budgets i 30 June 2008 ' F T. 5-17 Sif=el)
and Worksheets, Cancelled Checks, Check

Copies and Stubs, Receipt and Disbursement

Journals, Daily and Monthly Time Sheets, Delivery
Order and Receipt, Expense Accounts, Forms and
Statements (Local, State and Federal), Gas
withdrawal Tickets and Mileage Reports, Paid
Bills and Invoices, Periodic Financial Reports to
Local and State agencies, Receipt Copies and
Stubs, Reconciliation and Trial Balance Sheets,
Requisitions and Purchase Orders, Withholdinla
Tax. Retain for three (3) years and

until all audit requirements have
been met, then destroy.

r

7

23&329\1

Y83 DGS-55Q-9

Stale Archivist

L ffopinto !

Destnction Certification

(/ %alura of Cour Official

Title
Instructions for Preparation and Submission on Reverse Side

Dale
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Certificate 366
S DEPARTMENT OF GENERAL SERVICES

Hall of Records Commission
Records Management Division

7275 WATERLOO RD. » P. 0. Box 275
JESSUP, MD 20794 - 0275

PROPOSAL AND CERTIFICATE OF RECORDS DESTRUCTION

DCHQ

District Court of Maryland . . Office of Finance 5 May 2011
COURT COUNTY DATE
) ’_\[K—-f ——
fei Description of Racords Authorization Inclusive Volume Date of Method of
o Include Title and/or Form Number Datas of Records (Cublc Feet) Destruction Destructlion
A Retention Kem i Destroyed (Recyclo, shired,
Sched. No. No landiiit, otc.)
FISCAL RECORDS |
C._ Employee Credit Cards Logs
Miscellaneous: Bank Books, Statements and 218 SECV July 1, 2385 - \ F 5121/ S e
Deposit Recelpts, Reports pertaining to Budgets & 30 June 2008 T

and Worksheets, Cancelled Checks, Check
Copies and Stubs, Receipt and Disbursement
Journals, Daily and Monthly Time Sheets, Delivery
Order and Receipt, Expense Accounts, Forms and
Statements (Local, State and Federal), Gas
withdrawal Tickets and Mileage Reports, Paid
Bills and Invoices, Periodic Financial Reports to
Local and State agencies, Recelpt Copies and
Stubs, Reconciliation and Trial Balance Sheets, '
Requisitions and Purchase Orders, Withholdinla TS
Tax. Retain for three (3) years and

until all audit requirements have
been met, then destroy.

T

. Destruction Certification /‘ — S
RSV “")29“ —M&% JAM Z Z@W 214
ale Stale Archlvist ;

(S

Signéture of Court Official
V83 DGS-55Q.9

Instructions for Preparation and Submisslon on Reverse Side



DEPARTMENT OF GENERAL SERVICES

Hall of Records Commission
Records Management Division

7275 WATERLOO RD. , P. O. Box 275
JESSUP, MD 20794 - 0275

PROPOSAL AND CERTIFICATE OF RECORDS DESTRUCTION

DCHQ
District Court of Maryland Office of Finance 5 May 2011
COURT COUNTY DATE
-5 Description of Racorda Authorization Inclusive Volume Date of
f Include Title and/or Form Number o] Datas of Records (Cublc Feet) Destruction
-4 Retantion Nem 2 Destroyed ’
Sched. No. No
FISCAL RECORDS
C. Employee Credit Cards Logs
i : 2219 SECV July 1, 2005 - |.
Mlscel!aneous. Bank Books, Statements and > 30yJune 2008 FT § /P
Deposit Recelpts, Reports pertaining to Budgets | :
and Worksheets, Cancelled Checks, Check

A Mvqrol MM sy Dok

Copies and Stubs, Receipt and Disbursement
Journals, Daily and Monthly Time Sheets, Delivery
Order and Receipt, Expense Accounts, Forms and
Statements (Local, State and Federal), Gas
withdrawal Tickets and Mileage Reports, Paid
Bills and Invoices, Periodic Financial Reports to
Local and State agencies, Receipt Copies and
Stubs, Reconciliation and Trial Balance Sheets, ’
Requisitions and Purchase Orders, Withholdinla "=
Tax. Retain for three (3) years and

until all audit requirements have
been met, then destroy.

[ 4
Stale Archivist -

Sﬁalure of Court Official
0/83 DGS-55Q-9

Instructions for Preparation and Submisslon on Reverse Side
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DEPARTMENT OF GENERAL SERVICES

S146G-2173

ca’-f:f icate

5 ofb

Hall of Records Commission
Records Management Division
7275 WATERLOO RD. , P. O.Box 275
JESSUP, MD 20794 - 0275
PROPOSAL AND CERTIFICATE OF RECORDS DESTRUCTION
DCHQ s
ﬂﬁ“‘msl[ict Court of Mary]and : Office of Finance - 5 May 201 1
COURT COUNTY DATE
Serles Descriplion of Records Authorization Inclusive Volume Date of Method of
No. Include Title andlor Form Number Dates of Records (Cubic Feet) Destruction Destruction
Retention ltem Destroyed (Recycle, shred,
Sched. No. No landfill, etc.)
FISCAL RECORDS
Budget and Fiscal Planning 2219 SECV | July 1, 2006 - \ F..r S5-12-1/ Shrzed
Fixed Asset Reconciliation 2 30 June 2008 .
Reports pertaining to Budget Estimates, Budget
Schedule, Amendments, Physical Inventories,
Reports of Fixed Assets, Reports of Materials and
Supplies, Requests for Position Action
B t AT
s b
o Deslruction Approved by Hall of Records Commission Destruction Certification
o - / % )
S 7 (7 7/ i
Dale State Archivist v Sig#alure of Court Official Title (}g:e
10/83  DGS-55Q0.9

Instructions for Preparation and Submission on Reverse Side




Si4¢q-2173

Cert. 6 of G
DEPARTMENT OF GENERAL SERVICES
Hall of Records Commission
Records Management Division
7275 WATERLOO RD. » P. O. Box 275
JESSUP, MD 20794 - 0275
PROPOSAL AND CERTIFICATE OF RECORDS DESTRUCTION
DCHQ
District Court of Maryland Office of Finance 5 May 2011
COURT COUNTY DATE
—
fes Description of Records Authorization laclusive Volume Date of Mathod of
- Include Title and/or Form Number Dates of Records (Cublc Feet) Destruction Destruction
e Retention Nem Destroyed . (Recycle, ahred,
Sched. No. No lendlill, etc.)
-_
FISCAL RECORDS
C » Requisitions
Miscellaneous: Bank Books, Statements and 2218 SECV  lyuly 1, 2006 - |- :
Deposit Recelpts, Reports pertaining to Budgets e 30 June 2008 ‘ F T 5+12-1) SHrze]
and Worksheets, Cancelled Checks, Check
Copies and Stubs, Receipt and Disbursement
Journals, Daily and Monthly Time Sheets, Delivery

Order and Receipt, Expense Accounts, Forms and
Statements (Local, State and Federal), Gas
withdrawal Tickets and Mileage Reports, Paid
Bills and Invoices, Periodic Financial Reports to
Local and State agencies, Receipt Copies and
Stubs, Reconciliation and Trial Balance Sheets,
Requisitions and Purchase Orders, Withholdinla
Tax. Retain for three (3) years and

until all audit requirements have
| _1_been met, then destroy.
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| Destruclion Cerliicalion ' — |
Phay2N Dbl ks | o Td Dinst Myt gy
~ale S

tale Archivist - Slgnélure of Court Official

Title
83 DGS-55Q-9

Dala
Instructions for Preparation and Submission on Reverse Side




